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Ball State University Crisis Management Protocol 
 
Introduction 
This crisis management procedure establishes a protocol for deployment of Ball State 
University's crisis management team and defines the roles and responsibilities of the 
members of that team. A crisis is defined as any unplanned event that significantly 
threatens the health and welfare of multiple members of the Ball State community; causes 
operational disruption, or physical or environmental damage, and harm to the university's 
public standing.  
In any crisis or emergency, Ball State's foremost concern is for the protection of human 
life, health, and welfare. Protection of property and the protection of the integrity and 
reputation of Ball State are also critical; however, they are always secondary to protection 
of life, health, and welfare.  
A primary responsibility of the crisis management team is to make recommendations for 
the president and senior staff that they may successfully lead the university through the 
crisis. The crisis management team will manage the crisis from beginning to end, making 
determinations about the scope and nature of the response, as well as coordinating 
communication of information about the crisis to all internal and external constituencies.  
 
Guiding Principles  
•  Ball State's crisis management team will coordinate the efforts of appropriate 
campus resources, such as Facilities Planning and Management, Public Safety, 
legal counsel, Housing and Residence Life, and Counseling and Health Services.  
•  Ball State's crisis management team is committed to effective partnership and 
collaboration with local, county, and state officials whenever a crisis situation 
involves such agencies.  
•  Ball State's crisis management team is committed to full and open communication 
in the event of a crisis. The university will provide timely and well-coordinated 
communication to the media and other constituents to the best of its ability in any 
crisis situation.  
•  The crisis management team will coordinate a formal debriefing, analyze the 
outcome and the media coverage, and revise crisis management procedures as 
needed.  
•  The crisis management team will suggest changes to internal policies to 
avoid/minimize a repeat of the crisis situation.   
Examples of Crises  
While there is no way to anticipate all possible emergency situations or types of crises, 
the following examples represent categories of crises that would necessitate the 
deployment of the crisis management team:  2 of 6 pages 
•  Multiple casualty incidents  
•  Disruptive behavior (serious classroom disturbance including the threat of 
violence, riot, hostage situation, bomb threat)  
•  Major fire (residence hall, fraternity house, student apartment complex)  
•  Building or other serious facility catastrophe  
•  Natural disaster (tornado, flood, blizzard, ice storm)  
Protocol for Activating Crisis Management Team 
The crisis management team may be convened at any time at the discretion of the team 
coordinator. Any member of the team is independently authorized to begin carrying out 
the duties of his or her role on the team should the crisis situation prevent the team from 
convening or communicating effectively with one another. Each member of the team is 
equipped with cell phones and contact information to expedite immediate 
communication. 
 
Crisis Management Team Initial Activities 
Once convened, the crisis management team will  
•  Immediately consider which other individuals may need to be added to the team 
to manage the crisis at hand (see staffing section) 
•  Review details of the crisis 
•  Determine further/ongoing crisis management and response activities 
•  Identify target audiences and determine communications strategy 
•  Specify communication procedures to internal and external constituencies 
•  Brief senior staff  
Crisis Management Guidelines 
The following section is not intended to outline all the steps necessary for responding to 
all crises. Rather, it is intended to provide a flexible framework within which decision-
making during a crisis can occur.  
Various units on the Ball State University campus, including Facilities Planning and 
Management, Housing and Residence Life, and Public Safety have developed and will 
maintain specific crisis plans that will be available to the members of the crisis 
management team. The crisis team will maintain and monitor these plans to ensure that 
they are reviewed and updated on a regular basis.  
In any crisis situation, it is anticipated that the first official responders will be members of 
the Ball State Department of Public Safety. The role of the Department of Public Safety 
is to ensure the safety of the community, preserve the peace, and investigate crime. The 
supervisor on duty is responsible for responding to the scene, deploying on-duty 
personnel, securing the scene, and notifying the director and/or deputy director. As a 
member of the crisis management team, the director of public safety will be responsible 
for notifying the team coordinator. 
Following appropriate first-response activities, the crisis management team will develop 
an action plan based on knowledge of the conditions of the crisis and guided by any 3 of 6 pages 
established procedures pertinent to the area affected.  
 
Logistics 
•  All members of the crisis management team or their designated backup will be 
available to respond to a crisis situation at all times. All members will remain on 
standby/alert for the duration of the crisis. All members of the crisis management 
team will designate a backup person to be available whenever the primary team 
member is not. 
•  If deployed, the crisis management team will assemble in the stationary command 
center, which will be located in the Kumler Conference Room in the 
Administration Building. In the event of damage to the Administration Building 
or other factors that render it inappropriate or inaccessible, an alternate stationary 
command center and/or a mobile command unit will be used. Depending on the 
level of media interest, an additional area will be designated for media use. 
•  The executive director of university communications will designate an 
information officer(s). The information officer will remain in the command center 
at all times and will collect and coordinate the information provided by members 
of the crisis management team and others in the field. The information officer will 
document all information provided along with the time and person reporting. 
Members of the crisis management team will contact this individual for the latest 
and most integrated information regarding the crisis. The information officer will 
be responsible for keeping the spokesperson(s) informed regarding all new 
developments. 
Staffing and Responsibilities 
Coordinator: Associate Vice President for Student Services and Dean of Students Randy 
Hyman (Backup: Gene Burton) 
•  Determine if crisis management team needs to be convened 
•  Serve as overall coordinator of crisis management team during emergency 
•  Serve as liaison to president and senior staff 
•  Activate crisis counseling team in consultation with Director of Counseling and 
Health Services 
Public Safety Issues: Director of Public Safety Gene Burton (Backup: Bob Fey) 
•  Coordinate life safety issues 
•  Manage command center (include mobile command center) 
•  Serve as liaison with community emergency team 
•  Serve as liaison with off-campus medical response teams and hospitals in 
conjunction with Director of Counseling and Health Services 
Facilities Issues: Associate Vice President for Facilities Planning and Management 
Kevin Kenyon (Backup: Tom Smith) 4 of 6 pages 
•  Coordinate facilities issues 
•  Coordinate recovery operations for facilities 
•  Serve as liaison with community services and public utilities 
Communication: Executive Director of University Communications Heather Shupp and 
Associate Director of University Communications Glenn Augustine (Backup: TBA) 
•  Serve as liaison with external constituents, primary spokesperson, and public 
relations counsel to senior staff. 
•  Oversee preparation of all incoming/outgoing written and oral communication 
•  Organize media briefing room and conduct media briefings 
•  Coordinate communications distribution channels 
•  Monitor news reports and oversee preparation of reports of media coverage 
•  Appoint and oversee activities of information officer 
•  Oversee production of printed educational materials 
Risk Reduction and Prevention: Director of Risk Management Larry Cistrelli (Backup: 
Bill McCune) 
•  Coordinate property losses and personal injuries with appropriate insurance 
adjusters 
•  Serve as liaison to the law firm serving as university counsel (currently DeFur, 
Voran, Hanley, Radcliff, and Reed LLP) 
•  Conduct long-term planning to avoid, prevent, and/or minimize risk associated 
with the university's fundamental activities 
•  Notify appropriate insurance carriers of existence of crisis 
People Issues: Director of Disabled Student Development Richard Harris (Backup: Larry 
Markle) and Director of Student Organizations and Activities Lynda Malugen (Backup: 
Kay Bales) 
•  Track individuals within the university (missing persons, records) 
•  Serve as liaison to internal constituents (students, staff) 
•  Assist students with special needs/disabilities 
•  Serve as liaison to appropriate officials making food and shelter decisions for 
students and staff 
•  Plan and facilitate training sessions with campus and community constituents 
Training Coordinator: Assistant Professor of Journalism and Captain U.S. Navy (Ret.) 
Robert Pritchard 
•  Coordinate internal team training sessions 
•  Provide on-going training assessment 
•  Liaison to faculty 5 of 6 pages 
In addition to the core team, any of the following officials may be asked to join the team 
to develop a communication strategy and implement the plan: 
•  university legal counsel 
•  director of housing and residence life 
•  director of counseling and health services 
•  director of university compliance 
•  director of athletics 
•  director of dining services 
•  director of telephone services 
•  medical director of the Health Center 
•  director of recreational facilities 
•  safety specialist 
•  various community disaster response personnel 
Debriefing/Post-crisis Analysis 
After a reasonable interval following the incident, the crisis management team will meet 
at the discretion of the coordinator to evaluate its role and to assess the outcome of and 
response to the crisis. The Office of University Communications will provide a final 
report on the degree and type of news coverage, as well as the crisis record developed by 
the information officer. 
Representatives from the crisis management team will collect feedback from affected 
audiences and will present a report from each affected area. The team will analyze the 
effectiveness of the implementation of the crisis management protocol and will make 
recommendations for future implementation of the plan. The team will provide feedback 
on the individual plans maintained by units/departments on campus and recommend 
changes in university policies and procedures as necessary to avoid or minimize a repeat 
of the crisis situation. 
 
Practice/Testing 
In an effort to ensure that the crisis management protocol is thorough and that the 
university and campus community has an understanding of those procedures, it is 
recommended that an annual exercise be conducted to include multiple levels of response 
personnel both internal and external to the university. I addition, the crisis management 
team will regularly engage in scenario planning table top exercises. 
Education  
The crisis management team will be responsible for educating the campus community 
about the team's role in the event of a crisis and what individuals can and should do in a 
crisis situation. Further, the team will accept continuing educational responsibility to 
develop additional resources that will ensure campus and community awareness of crisis 
procedures and information. Individual units are responsible for ensuring that all staff 
members and/or students are aware of the crisis management procedures and any 
additional information directly related to handling a crisis in that department/location. 6 of 6 pages 
Education efforts to be undertaken by the team will include: 
•  Posting the crisis management protocol and information about what to do in the 
event of a crisis on a special Web site. 
•  Developing and disseminating a brochure to members of the campus community 
outlining the university's crisis management protocol and referring individuals to 
the Web for more information. 
•  Developing and disseminating a user-friendly "emergency guide" with basic 
guidelines for the types of crisis handled by the crisis management team.  
•  Conducting information sessions with appropriate groups around campus to 
familiarize them with the university's crisis management protocol. 
 